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26 Sept 67

This is the long-promised grilds conmaz *u’ ive

stuly of S f}-;:w effortg plus a comparison

MEMORANDUM FOR:

with th 2, and FAA manualge—T
would B r \%5. lock at DTA's that they
sti11 usk &7 119, merpe data on nemos and

letters hu% Ao uge O V't Totter to a degroe
and have heavy diviiers between thelr chapters,
State says USTA and ID are the saue as they
are., 30 actually the grid counting this memo
covers 4 of our own versions plus those of 6
other gov't agencles,

(DATE)

FORM NQ. |0| REPLACES FORM 10-101 (47)
1 AUG 54 WHICH MAY BE USED.
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Date on new

Us Gov't ‘
letter ;
Letters :
kept separatf§
from memos §
mailing let-§
ters and 1
memos separage

Termg used:
"DCI" and
Tmemorsnda"

Use of é
Optional 5
Form 10

Registered
Mail and
Agency Mail

Examples 1
made distincg
from text

i | . ;
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Yes, plus an
exhibit on
same

Yes, separate
"Parts" on
each/not mergdf

Yos, again thq
two are not
merged.

No, terms usedg
were "Directol
& "memorandundg

R R s Mg

No, that form
has been dropp
from the book

Yes, after OK
from mailroom
people as Part
IX

Examples are

] STATINTL
TITLE & B[ ] F m|
AUTHOR & DATE k[  [1/68 : e5rev.
. R 1 257X>1 e e e ,,..25)(1 : o
Forms of i :
Address i NO : YES in Chp. 3,
; i Section C
£
Reports, § 10 § o
Minutes, 3
Agendas :
) YAS, plus §  YES, but no
Correspond. [ exhibit, L example given
. Part IIT i Chapter IV
DCI matter [ Yes, not in §  Yes as Chp, 5,
as part of § supbiement asg only 1 exhibit,
handbook Part V with -

" 6 oxhibits. §

N6

To a degree as

Chp 2 on memo &
Chp 3 on letter,
but general procd

i
1

STATINTL

0C's HB| |
{1 erer §raoer
25X1 | 228 ‘
YES as Part V NO
NB®, except Part | NO, except
X on approval of§ 1in early

RE&D projects

YES ag Part III
but references
to COMMO

NO

YES but with
reference to
COMMO

d

~for both are-mergded

No, all merged
in Chp 6 on gen-
eral correspond,

"DCI™ used but

YES but with
reference to
CeMMO

Yes to both

terms throughout

draft

YES, no
exhibit shown

ey

YES though
4 not as a
i} distinct paft
4 or chapter '
§ m
4

Yes, to a

degree as Chp 1
on Letters and
Chp 2 on memo

but has gen/proecd

4 Again, tho separt
gen, procedures
cover both at the
same time,

Yes, "DCI"™ used;

Some Exhibits
are distinct,
but most placed
in text. 3

Some exhibits

examples are in
text style.

are distinct, but

"memoranda” is No as "memor/dums
replaced by "umg'l] the handbook is used,
Yes, Standard J Yes, with referexile YES. But Form

bd Form No. 64 for § to COMMO; NO to | 1954 was not used
memo was also usdd Form 1954 A4 for MEMO FOR
at this timgNO ‘4 RECORD.
ST e o B L . e
Yes, but merged YES, as Part IX § YES, in text and
into text. i} as "e" of Section

4 v
JUURID: S ) .

Some distinct,
mogt are placed i
text,




. k. J
TITLY &
JUTHOR & DATW

Forms of
fxddro:s.-:

Reports,
Minutes,
Agendas

TS
Correspond.

T L

DGI matter
as part of
handbook

Data on new
US Gov't
letter

Letters
kept separat
from memes

mailing let-
ters and
memos. separafe

Terms used:
"DCGI" and
"memoranda"

- e - -

Use of
Optional
Form 10

Rarigtered

HO

NO

%S, plus
exhibit,
Part TII

Yes, not in
supftlement as|
Part V with
6 cxhibits,

Yes, plus an §
exhibit on
same

Yes, sceparatef
"Parts" on  §
each/not mergj

Yes, again thd
two are not §
merged.

No, terms used

GSA 1967 Draft

YES, Chapter' 5.}

Plus style
practices.

on telegrams is
unique.

NO
WO

YES, as it ori-
ginated here;
includes exhibitsk

NO-~have dropped §
memos: in favor off
infermal letters |
and communicationg
with few exceptidh

See above; also
refer to its g
Chps 3&h on mails}
and telegrams. §

No to DCI and
GSA ugsed "um"
not memoranda

NO—-have dropped §.

it and most memo ¥
forms in favor of]
informal letter §

NO, only Chp. 4 }

STATE, March
1966

YES, Part V.,
Chapter 1; all o
Part V extensive

e

YES, extensive;
all of Part III

YES, but spread
throughout book
including a few
exhibits, esp.
Chp 6/Part I,

NO, though its
Part II deals
with compargble
correspondence,

YES, have adopt
it,

YES, cf., Chps.
1%2 of Part I,

YES, see its
Chps. 3-7 of
Part 1

Stabe uses "um"
not memoranda

Yes in this
March, 1966
version,

‘ Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160006-9

FAA, October,
1962,

YES, Chapter 5.
Plus style prac
tices.

NO, only Chapte
3 on telegramsé
wire gservices 1

unique.

NO

N6, though par:
of Chps., 1&2

refer to their
Administrgbor.

YES, have adop
it.

YES, cf. Chps.
1l and 2

YES, see Chps.
l-llr ®

FAA uses "um"
not memoranda

No but have a
FAA form 2800
which is simi?
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PR i 7 3 ; S, esp. Chps.
Répistered Yes. after O N0 as it is _ YE3, csp, ece YES, p. Chp
T‘agl' ane  from mailroo;l government wide, Chps, 4-7 of § 3 and 4.
Ageney “ail people as Part Part T
X

m*gr:pligstmrl fummmpleg are YES to a large NO, most are YES either they
from tosd degree; word, in text/same are separate or

b BXAMPLE is all gtyle print; in bold face.

caps or exhibits, few are separat
is bordered by

bold face lines.:
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o TTITLE &
AUTHOR & DAT™

Forms of
Addres:s

1 i 1
Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160006-9

1B
1/63
25X1

0

25X1

~ YES in Chp. 3,

IMALHINT L
HI
{5rev,

Settion C

T TR T G

OC's

O eu/er

25X1

YES as Part ¥

STATINTL

HH
1967
5X1
NO

- Reports,
Minutes,
Agendas

TS
Correcopond.

DGI matter
as part of
handbook

‘Data on new
US Gov't
letter

Letters

kept separat

from nemo-

mailing let-~

ters and

memos separa

Terms use:
"DCI" and
"memoranda"

Use -of
Optional
Form 10

Registered
© Mail and
Agency 'al’

AL,

Examples

made distind

from text

-

R

NO

YiS, plus
exhibit.
Part IIT

Yos, not in P
supflement asp

Part V with §
6 oxhibits, i
YTes, plus an

exhibit on §
same :

Yes, separatef
"Parts" on §
each/not merpd

Yes, again the
two are not §
merged,

No, terms used

& "menorandundg’

Yo, that form |
has been droprgd
from the book )

Yes, after OX §
. from mailroom
people as Partf
IX -

.

Fxamples are

N

YIS, but no
example given
Chapter IV

Yes as Chp. 5,
only 1 exhibit,

N6

To a degree as

Chp 2 on memo &
Chp 3 on letter,
but general procd
Tor both are merg

No, all merged
in Chp 6 on gen-
eral correspond,

"DCI" used but
"memoranda’ is
replaced by "umg!

Yes. “tandard
Form o, 64 for
memo was also usd
at this timgNO
to Form 1954

Yes, hut merged
into text.

Some Fxhibits
are distinect,
but most placed
in text,

~~

NO, except Part
X on approval of
R&D projects

NO

YES asg, Part IIT

but references
to COM0
NO

YES but with
reference to
SO MG

YuS but with
reference to
ceMio

Yes to both
terms throughout
the handbook

Yes, with referenge
to COMMO; NO to

Form 1954

£ R e

YBS, as Part IX

Some exhibits

are distinet, but
oxamples are in
text style.
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NO, except
in early
draft

YES, no
exhibit shown

TES though
not as a
distinet paft
or chapter

NO

Yes, to a

degree as Chp 1
on Letters and
Chp 2 on memo
but has gen/procd

Again, tho separt
gen, procedures
cover both at the
sare time, -

Ye~, "DCI" used;
Vo s "memor/dung'
is used,

G e g

YES. But Form
1954 was not used
for }MEMO FOR

RECORD,

TES, in text and
as "e" of Section
v

Some distinet,
most are placed ir
text,



TITLE &
UTHCR & DATW

- Forms of
dddress

Reports,
Minutes,
Agendas

TS
Correspond.

DGT matter
as part of
handbook

Data on new
Us Gov't
letter

Letters
kept separat.
‘ nfrom nemos

mailing let-
ters and

memos separaje

Terms used:
"DCI" and
M"memoranda”

———— . -

Uge of
Optional
Form 10

Nars atoror

'b

i —

OIAITINIL

HO

NO

x
plpanl e TR

Wt

1758, plus
exhibit.
Part TTI

S e T

Yes, not in
supftlement as
Part V with
6 exhibits,

Tes, plus an §
exhibit on
same

Yos, separate g
"Parts" on §
each/not merg

two are not
merged.

No, terms usecf
were "Directolf

i

& "memorandundfy

GSA 1967 Draft

YES, Chapter 5.f

Plus style
practices.

NO, only Chp. 4 §
on telegrams is

unique.

NO

NO

YES, as it ori-
ginated here;

inecludes exhibits;

NO--have dropped B

memos in favor off

informal letters §
and communicatliong
with few exceptidhs

Ses above; also
refer to its

Chps 3& on maildy

and telegrams,

No to DCI and
GSA used "um"
not memorandg

NO--have dropped §

it and most memo ¥

forms in favor of]
informal letter -

STATE, March
1966

YBS, Part V.,

Chapter 1; all oﬂ
Part V extensive
R o e

YES, extensive;
all of Part III

YES, but spread

throughout book
including a few
exhibits, esp.
Chp 6/Part I.

NO, though its
Part II deals
with comparable
correspondence.

YES, have adopt
it.

182 of Part I,

YES, see its
Chps. 3-7 of
Part I

Stabe uses "um"

not memoranda

Yes in this
March, 1966
version,
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FAA, October,
1962

YES, Chapter 5.
Plus style prac
tices.

NO, only Chapte
3 on telegramsé&
wire services 1
unique.

NO

N8, though part
of Chps. 1é&2

refer to their
Adnministrator.

YRS, have adopt

A

7S, cf. Chps.
1 and 2

YES, see Chps.
1‘4-

FAA uses "um"
not memoranda

No but have a
FAA form 2800
vwhich *s simil

Chps



Ref“l‘ tered
tail and
‘pency all

xamples

made distinec

from text
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Yes, after Oi
from mailroom
people as Parl
X

Fxamples are

NO as it is
government wide.

~.

YIS to a large
degree; word,
WXAMPLE is all .
caps or exhibits,
is bordered by
bold face lines..

i

|

1Dy USPe BUT
Chps, 4=7 of
Part T

NO, most are
in text/same
style print;
few are separat

o worie e  a o

-4

esn, OChps.
3 and. ll-c

YES either they
are separate or
in bold face.
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STATINTL
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CTITLE &

-

: AUTHO i & JU"E

" 0L Notes

Porms of
Address

_Reports, NO

Minutes, i

Agendas 3 {
e+ s+ ;“ e, i ’

Ts . JS plus !

Correspond. fi e\hlbit 4

: Part IIT ]

DCI matter Yes, not in

as part of suphblement as

handbook Part V with

Data on new

US Gov't
letter

Letters

kept separat.

from memos

mailing let-

ters and

memos sapara

Terms used
L D G Iﬂ and

"memoranda"

Uge of

Optional

Form 10

Registered
Mail and

Agency Mail

Examples .
made diztindg

from text

T p—

6 exhibits,

Tes, plus an
“exhibit on
same

Yos, separate
"Parts" on

Yoz, again thzﬁ
two are not
merged.

: No, terms used
were "Directo
& "memorandum

No, that form
has been droprp
from the book

. Yes, after OX
from mallroom
people as Part
IX

T les ar
tg.ngg: done fn

4 point,

Sans Serif ty'pj
_Plus separate
exhibits”

each/not mergd

has military
forms too,

YES, Parts VI

and VIT on Staff

‘summary sheet &
— misq., reports

YES, tho no par-
ticular part is
devoted to it;

in 5 of the part

Part VIIT deals
with comparable
data and other

special corresp.

1t3in Part X on

Sample formats,

mgny examples of
thig -

YESParts T&IIT
on letters with
Part IV on memo-
randums

Assembly the gam
for both & their

prepares require

segurity is notej

Yes, have adopte&’

No, use the
memorandums to
large degree

YES throughout
the book and esp.
in Part III

\YES 4n Part T

NO

YES

YES but much is

Services Divisio! thru D C&R
el

envelopes for bo
NO, use Dire;:c,or
and memorandum

“

Yog, Part X,

q flgures 13, 16 11
202/, are on Op
Form 10,

~ Of. Services Div

No to large dergre
except Part X does
Include all of its
~sample format in

‘one-place, -

IES on memo/de

in some cases,

but generally

memorandUm.

NO not even in
, oxhibits,

DCER appmmently
handles most of
their materials

Text 1s almost
one memorandum
or letter after
another,

handled centrallyj

" YES oh DCT and

NOT in notes

HB DIA Memual 10-1 08I, Sept. 1963
1/68 4 April 1966
25X1 R :
- YES, in Part XIT j; NO
(0} extensive as it § examined

NO, not in notes
examined

Not in notes

Yes, examples
11-14 plus refer-
ences to D/L's
preferences

o

No, all taught in
Part II,D under
gen, principles,
tho examples of
same are sepavate.

not in noted
examined

TES to both
DCI and
memoranda terms

No, only in
correspondence
that stays inside
OL; used in its
divisions if desir¢

not in notes
examined

No, tho formats
for memorandums
and letters are
distinet from

[

“bext,

A
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